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To start into C*

Start Netsacpe

Type in Location (Figure 1 #2):

https://204.193.224.131/
IF URL is a BUTTON (Figure 1 #2) on your
Personal Property bar, simply click it
(To make it a button, click and drag the
bookmark indicated (Figure 1 #1) to the
Personal Property bar.)

This will bring up Figure 1.

LOGGING into CITRIX (Figure 1):
Type in your CITRIX ID
tab to the 2" box
type in your CITRIX Password,
tab to the Domain name
type in OCS-DOC
tab to the LOGIN Button, hit ENTER or use
your mouse and click ONCE

This will bring up the C* database screen (Figure
2). Click on the appropriate database - Those
ending with Training are for practice and classroom
use. No data entered into the Training Database
will carry over to the live database for REAL TIME
work.

After clicking on the appropriate database, Figure 3
will appear, your initials should be in the LOGIN ID
#1. Proceed to Password (#2) and type in your
password. Click OK.

You are now at the Comprizon.Buy Desktop.

NOTES:
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Citrix HFuse - Netscape
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Figure 1
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NOTES:

The Comprizon.Buy Desktop
Menu Bar
Icon Bar
Folders
Description of Record Icons
Requisition, Award, Modification, etc.

NOTE: The Recent Work FOLDER is open in
Figure 4. This Folder maintains a list of all work for
the past 90 days, counting from the time it was last
opened. You can remove items from all desktops
by highlighting the item and using your RIGHT
mouse button. Use the last item on the list -
REMOVE.
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Desktop FOLDERS:

HOTLIST (Figure 5)- Iltems that are placed here
by your to help keep your work organized.
These items can be removed by you at any time
by highlighting them and using your right mouse
button and clicking REMOVE.

JUST IN (Figure 6) - New items appear here
when work has been assigned to you. These
items stay here for 90 days after last usage

RECENT WORK (Figure 7) - All your work is
listed here for 90 days from accessing it last.

NOTES:
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Worksheets:

Customer Worksheet (Figure 8) - Requisitions
are entered on this sheet

Purchasing Worksheet (Figure 9) - Requisitions
that are AWARDED to Purchase Requests and
associated work is done on this sheet for
Simplified Acquisitions, including Solicitations,
Awards, and Modifications.

Contracts Worksheet (Figure 10) - Requisitions
that are AWARDED to Purchase Requests for
Contracts will be found on this sheet.

Supervisors Worksheet (Figure 11)- Supervisors
can look at the work of the employees they
supervise in C* through this sheet. They can
run reports from here.

Customer Supervision Worksheet (Figure 12)-
used to track Requisition from the time they are
entered to the time they are AWARDED to
either the Purchase Worksheet or the Contracts
Worksheet.

NOTES:
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Customer Worksheet:
1 - NEW - To create a new Requisition, click on
the NEW Icon for File New (See Figure 13)

2 - Drop Down List of Requisition status:
Unsubmitted
Submitted
Cancelled
Archived

This data then appears in the Status Column - 4
of Figure 13.

3 - TYPE - this refers to the Type of Requisition,
Simplified (S) or Contract (C).

4 - STATUS (See 2 above)

After clicking the NEW button or File New, New
Customer Requisition Box appears (Figure 14).
Type in the Requisition number from the CD435 -
uses "-" around the fiscal year. This number must
be 16 characters.

Example: XXXX000-3-00000

NOTE: the dashes count in the 16 characters
permitted.

After you have assigned your Requisition number,
the Customer Requisition Screen Appears and
opens the ADMIN folder (Figure 15.)

NOTES:
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Customer Requisition Screen - ADMIN Folder
1 - Admin Screen (Folder Name) (Figure 15)

2 - Requisition Date - Block B - Ready Requisition
Date from CD 435

3 - Requisition Form - STANDARD

4 - Requesting Office - this number can be taken
from the CD435 Requisition number (it is the
ORG Code or the third through eighth numbers
of the Requisition number).

5 - Point of Contact - Block E on the CD435 (THIS
IS NOT YOU)

6 - Dept - use right mouse click, highlight values,
and choose the appropriate one for this action

7 - POC Phone - next to Block E on the CD435
8 - Delivery Date - Block F or 25 on CD435, if
blank, use good business judgment and assign

it a delivery date.

9 - FSC - use magnifying glass to search for
appropriate code

10 - Purpose - can be same as NOTES on first
page of requisition

Blocks 8 and 9 are mandatory

After completing the ADMIN Folder, click APPLY.

NOTES:
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Now proceed to the FUNDING Folder (Figure 16)

Enter the ACCS code here IF YOU HAVE ONLY
one accounting code. Do not enter a code here if
there is more than one line of accounting.
At the end of the code, key in the Budget Object
Code and four zeros.

If you do not have a converted code
GO to Netscape, Get new Window, Control N

Click on FIMA Conversion bookmark (Figure 17)
http://titan.rdc.noaa.gov/~cams/ConvertFIMA.html in
your personal toolbar

Type in the old FIMA code
Click Convert

This opens up a new converted screen
(Figure 18).

Highlight the ACCS Code (CSTARS ACCS
Code) Copy (Control C) and return to Figure 16
and Paste (Control V) - then add the BOC and
0000.

Leave the BUDGET OBJECT CODE box blank.

Click Apply.

NOTES:
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Use TAB to move between fiskis. Supply as many components of yout accounting code as you wish. Howsver, failure to supply all components may limit the program's
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Addresses Folder (Figure 19): NOTES:

If your local addresses are preset in your profile,
these will populate the appropriate address blocks.
If not, you will need to know them or use the
MAGNIFYING Glass to search for them.

When you have filled in all appropriate addresses,
click APPLY.

Open the SOURCES folder (Figure 20).

Enter the suggested Vendor if known at this time.
If you are doing a solicitation, leave this block
empty.

If you do not know the Vendor ID, use the
Magnifying glass to search for the vendor. If the
vendor is not currently in the C* system, please
have that vendor fill.

(Al AMDSAO staff can use the electronic version
of the Vendor Profile form on our home page. This
is currently at:

http://www.ofa.noaa.gov/~amd/vendor form.html

Have vendors follow the instructions on this page
and the Vendor ID will be sent to you within two
business days.)

If this order is against a valid contract, enter that
number in the Contract Number block. Enter the
appropriate Delivery Order number in the Delivery
Order Block.
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Customer Requizition
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CLICK OK NOTES:

This returns you to the main screen of the
Requisition. You have completed all of the
ADMINISTRATION link. You can mark the box
to the left of the link to help you remember
where you have left off.

Click on the ACCOUNT SUMMARY link IF you
have more than one line of accounting.

Account Summary Management (Figure 21)
opens up. Click NEW * to start your first line of
accounting. Paste your accounting code in the
block including the four zeros at the end. Assign
it the appropriate percentage. If you are working
on a cost basis, put in 1%. You will be able to
change this to COST when you enter the line
items. (If you leave out the percentage, the
accounting codes will not pre-populate the line
items for you and this effort will have been

wasted.)

Click OK
You will need to repeat the above step from the
* for each line item. If you are using the real
percentages, then should total 100% when you
are finished.

Use the ESC key to close out of the Account
Summary when you have finished.

You can now Click the box to the left of Account
Summary link. You have completed this folder.
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Click on Line Item Link NOTES:

This brings up the Line Item Summary Folder
(Figure 22). Click New to start your first line item.

Detail Folder (Figure 23)

Enter Item Number, Quantity, Unit (this box
has a Value associated with it, use your Right
Mouse and highlight values. Pick the
appropriate value.) Enter Unit Cost.

FSC should have populated from Admin
Screen.

Header/Description

When the RADIO button is clicked for
Header, the data typed in box (1) is the
data to appear above the line item
description.

When the RADIO button is clicked for
Description, the data typed in box (1) is
the data to appear as the description of
the line item.

After you type in the description, Click
Apply.
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Accounting Folder (Figure 24)

If completed the Account Summary information
from above, this data will be populated.

If this is not a percentage allocation, with the line
of accounting highlighted, click COST and type
in the dollar amount for the accounting code.

Continue in this manner until all the funds have
been accounted for and the Line Item Costs (1)
equal the Total Cost (2) and the Total Percent
equals 100% (3).

NOTES:
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Delivery Folder (Figure 25)
Delivery date should be already completed. If
there is any additional delivery information,
completed this form.

Additional Info (Figure 26)
Pricing Options (choose appropriately)
Period of Performance (If you have periods of
performance and if you have pre-defined them,
Choose the appropriate period using the Drop

Down Arrow.

To define period of performances, see page xx

NOTES:
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If you need the Requisition approved before moving | NOTES:
it to the Purchase Request stage,

Step 1 - Click on Routing (brings up Figure 27)

Step 2 - Click New (Figure 28)

Step 3 - Put in the appropriate routing list

Step 4 - Add yourself to the routing list as a
Carbon Copy or VIEW only

Step 5 - On Routing Screen (Figure 27) Click
Release button

Step 6 - Check your inbox for the reviewed
document or the face of the admin page for it to
be marked review

Step 7 - Go into the INBOX and receive it by
opening and approving (Figure 31) the routing to
yourself.
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Creating a Purchase Request NOTES:

On the Customer Requisition (Figure 33), click
the Submit Button.

Submit Requisition screen appears (Figure 34)

It will pre-populate with the Purchase Request
number (same as the Requisition number),
change it if necessary.

Procurement Dept.: Choose the appropriate
worksheet for the Request.

Assign to: should be your initials if it is your
work, otherwise, use the magnifying glass to find
the appropriate buyer/specialist.

The Requisition will be marked submitted and it will
now appear on the appropriate worksheet.

Open the worksheet, open the Purchase Request
and check all details.
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Purchase Request folders are the same as the NOTES:
Requisition folders. If you did not enter the
Requisition yourself, go through each folder to
ensure accuracy. If everything is correct, proceed
to next step. Otherwise, go back and correct any
errors.

MAKING THE AWARD

Highlight the Purchase Request (Figure 33)

Check the Award Box (Figure 34 #1)

Click the NEW button (the first Icon or FILE New
in the menu)

Choose the Award type (Figure 35)

Click OK
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Confirm the Award PIIN (Figure 36) - make sure NOTES:
you have the correct Office and the correct
category (this is a drop down listing which changes
with the Award type. (See Numbering Document
Attached)

Award Administration screen (Figure 37)

Many blocks have carried forward from the
Purchase Request and/or the Requisition.

Continue filling in all the blanks, working from
TOP to BOTTOM and after completing all the
fields, especially those in BLUE - Mandatory

fields.

Be sure to pick an Award Form from the drop
down list.
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PlIIN Humber Assignment

Figure 36

Figure 37
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Properties Folder (Figure 38)
Delivery Date should be already populated.

NAICS Code, although not mandatory at this
point must be filled in before the SF279 is
created. Itis best to do it at this screen. Use
the magnifying glass to find the appropriate
match. This must be a six digit code, not one
the four digit codes.

Addresses Folder (Figure 39) - Ensure that the

addresses are correct. Change them if they are
wrong. This is the data that will print out on the
OF347 or other forms as appropriate.

Other Locations: Some specialist use the

PLACE OF INSPECTION to include FAR
Clauses pertaining to delivery.

NOTES:
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Award Administration

Admine Properties |.t'-‘-.c||:|lessesl Fundingl Text I Formlnfoi Eatalogl

i Delivery Info
Cielivery D ate: | NEREINRE M an d atO I'y £ Origin
Ship Via:l & Destination

" See Schedule

Gov't Bill of Lading: |

— Other

naics:[ Q]

Reference your: I

DPAS Rating: |

Contractor muszt sign this document and return: |DD copies to izzuing office.

= Other Than Full & Open Competition

Hone LI Select 1 through 7 for authorization type: i L 'ri

] 8 Cancel I Apply | Help I

Figure 38

.f-‘u:IminI Properties  Addresses |Funding| Text I Fu:urmlnfu:ul Eatalogl

— Addrezs Information
Enter a walid address: code for each of the four addrezzes. The conezponding
address will display below,

lzzued By: (EAlsnybe _Ci! Fayment tMade By:i _Ci!
DeliverTn:lAW2‘|3IJ12 gj AdministeredBy:IMFWD‘Q gj

Addrezs Dizplay:

SCOUISITION MANAGEMENT DIYISION

OF&E1
1305 EASTAWEST Hwi', SSMC-4 RM 7601
SILVER SPRING WD 20910

— Other Locations

Place of Inspection: !

Place of Acceptance: I

Receiving Office: i

0K | Cancel Apply Help

Figure 39
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Funding Folder (Figure 40) will have the Accounting
and Appropriations filled in if there was only ONE
ACCS and if it was filled in on the Admin Screen of
the Requisition or Purchase Request.

Remember to leave the BOC blank.

The most important thing on this screen is the
Invoice To (which must be filled in to have this print
out on the form).

TEXT (Figure 41)

Comments - limited size (256 characters) will
print above the line items.

Text file is an attachment - see page 37 for
details.

Forms Info - if you are using the SF252 or SF1449,
you will need to file in information on this screen,
otherwise, hit OK and you have completed the
admin section of the Award Document.

NOTES:
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Award Adminiztration

.-’-‘n.clmini Propertiesi tddresses Funding |TEHt i Form Infol Eatalugl

- Accounting & Appropriation
BUREAL

9010710007007 000,

L2

- Payments — Vendor Dizcounts —————
Papment Type: IEFT v! Dizcount Terms; IDD.DDDZ
[ t Diaps IEIEI
[ Subject to Availabilty of Funds BEQLLL S 2
[~ Subject to Fast Payment Procedures ikl |I:I3D

[ Subject ta Prampt Payment Act

; — Retaihage Value
|DD? days for Gov't constructive acceptance.

Ol B £ Parcent

Ivvoice To: ;x:-.JmezY\ Q|| Retsinage Cost [0.00

Copies: i1_. Retainage Percent; 0.00%

Award Administration

.-'-‘-.dminl Properties] Addressesi Funding ~Text IFormInfoI Eatalogl

oK | Cancel | App - Comments
Special comments/notations to be printed before line items.

Figure 40 '

Text file to be printed after the line items.
MOME Browze

Launch

i . .

Template
Award Administration 2

.f-‘u:IminI F'ru:upertiesi Addrene&l Fundingl Text  Form lnfo I Eatalogl
- SF252

Megotiation Autharty: l|

Project Title: I ok Cancel Apply | Help I

Project Location: !

Figure 41

—5F1443

Offer Dated: l A

Accepted [tems: i

0K Cancel Apply Help

Figure 42
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Attaching Documents (Figure 43) NOTES:

WORD* documents can be attached on the
Requisition, Purchase Request, Award document,
Modifications, etc. The procedure listed below is
used for all attachments.

*NOTE: If your document is a WordPerfect file, you
will need to save it as a Word document in the
WORD 97 version.

1. Go to the TEXT tab on the Administrative
Hyperlink.

2. Click your mouse in "TEXT File to be printed
after the line items" (Figure 43 #1)

3. Click the BROWSE button (Figure 43 #2)

4, Highlight the file on either you're a drive on
the H drive, Click OPEN
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Award Admimstration

Figure 43
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Copying a Requisition

On the Customer Worksheet, highlight the
Requisition you wish to copy (or on the Purchasing
or Contract Worksheet highlight the Purchase
Request you wish to copy)

Using the Menu Bar - Click TOOLS, Copy

The number will appear in Figure #1

Click the COPY TO (Figure #2) This will bring up
Figure X #1 type in the new number you wish to
use or the old number with a number in the right
hand box (Figure #2)

Click OK

The item has been copied.

NOTES:
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Copy Requisition |

Mew Hurmber I

w0 [ 5 30 -2 -000301

Copy To | 2

Ok, | Cancel Help
Figure 44
Mew Customer Requizition
Requizition: I] | 001
k. Cancel | Help |

Figure 45
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Consolidating Purchase Requests
Open the first PR (Figure 46)

Using the Menu, Click Tools, Consolidate by PR
(Figure 47)

Highlight the PR to be consolidated in the list

Click the Blue Checkmark to SELECT next
(Figure 48)

Now Click the last button and the two PR's will be
consolidated into one for an Award

This will create a Lead and Child in the Purchasing
or Contracting Worksheet (Figure 49)

NOTES:
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B PR NAANDO40-2-00037 [_ O] =]
fle Tool: DOptions Gatewaysz Fomms  Financial

s gamEawy |

™ Administration
Purchase For: OFFICE OF MARINE &ND AWIATION OPERATIONS
Drelivery Date: 0943042002 FSC: R710
Puoint of Contact: Jeannette McDonald POC Phone: 301-713-3418

™ Account Summary
Mumber Codes: 1 Total Amount: $27.206.40

Page 42

[~ Line ltems
Total Mumber: 1 Total Amount: $27,206.40
[ Bouting
Mo routing information.
MNaotes
Budget Specialist 7/2/02 E NAANDD4D-2-00037
Options  Gateway: Faomm:  Financial
2
Figure 46
I ™ De-consolidate By PSC/ESC
Suzpend/Reinstate By FSG
Extract By Contract
By Source

r Credit Card Purchazes »

By Stock-ltem

Add to Hotlist |

OFERATIOMNS
e 301-713-3418]

[ Tremem
Total Mumber: 1 Total Amaount: $27,206.40
e R P
[=] Consolidation HAANOD40-2-00037 [_ (O] ]
File Tools
B2 aven I | 5
Folder Mame IF'urchase Request No. IF'F! Date I F'linlit_l,lI_DeIiver_l,J Date I E stimated .&mnunt’SeIected =
Ad Mew wark REALMUMBER123456  10/09/2002 93 10/10/2002 0.00 WD (I _"'_I
Fahwfa9401-2-12345 12431 /200 99 12/30/2002 0.00 MO
Ad New Woark, 1236543874564 C) 01/29/2002 0.00 MO
g, B ik AJF30000 12 Figure 47
Ad New wark, MwiwWB0300-2-CACO3 | 02/08/2002 FO3I7 16 MO
Ad New Work, MG 3200100002 04,/29,/2002 99 09,/30/2005 0.00 MO
r - =] Purchasing Worksheet M= &3
Consolidated Amount: 27208 Fe sl D e
D@ X 2avehh|be |
—— = [current Procurement =l
!’EntEl’ data ar press ESC to end. " Project C|¥ Purchase Request ™ Colicitation M| Award -
Figure 48 C|AJF30000-3-00002
Status: Open-hssign Falder: A& New Wark _n_j

Motes: Budget Specialist 7/2/02

N

Figure 49
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Modifications

Starting on the Purchasing (or Contracting Sheet

(Figure 50)

1. Prepare the PR to be used for the
Modification

2. Highlight and Open the Award document

3. Click on the hyperlink for MODIFICATIONS
(Figure 51)

4, Click New

5. Choose the PR that was created for the
modification (Figure 52). If this is the first
Modification, there will not be a LAST
Modification Used (Figure 53/54). Start with
MOOO1. If this is not the first, use the next
consecutive number.

6. Proceed using the NOAA Addendum

Starting with Page 10-7.

NOTES:
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[ Purchasing Worksheet T[]
Fie Took Options Reports

D@ X 2aveh @i |

[rwaras =l
T Froiest__ [C]T Puichase Fequest T _Solciation TH[~ awand -
WALLIES MAND-1234 1111222222 ATATH-241
=] Award DG1330-02-SE-0049 NwwB0000-2.00828 DG133A-02R0-0103 DG133R-02:SE-0090
File Tools Options Gateways Forms Financial NCH.10002000045T
NCNAZE10:2001PH AJFI00-03SE-0002
|‘§ | =] ’% B g e Vel g | | NCNLS000-2-000D DG133C-025E-0035

2 1200432
I Administration N W/B0000-2-00715 DG1330-025E 0045
Vendor: TEXACO REFINING AND MARKETING (00000005] B T
C0: Jery Hasking [CIH)  COR: None NCWC0000-2-CACDZ AJF100-02-C0-0002/L0013
Amount: 260000 Date: 0147/2002 NFFKAB00-2-00005 DG133F-02-5E 0085
NRMABD00-2-00158 DG1301-02RQ-009 DG133w-02:SE-1001 v
™ Account Summary = =
e — Folder: n fiew Work =l
Mumber Codes: 4 Total Amount: $2,600.00 B
Line =
I Line Itemns ~

Total Mumber: 2 Total Amount: $2,600.00

[
I Clouses Figure 50

Mo Clauses. Document Type: Simplified Acquisition

™ Bouting
Ma routing information.
I~ EFDS
Status: SAP
I Modfications
Mo rodifications.

Notes

Mo procurement notes. ;I

ication Management for - DG1330-02-5SE-0049

LI File Taools

DE X Zavzan

Fig u re 5 1 Hyfnew IType IPDCIEFFective I Modification AmounlIStatus IFF‘DS Statys |«

(=M oncotion for pG530-0z 5009 EJ=IE

File

Update Humber | |

Purchaze Request:

Last Modification Used:

FAWAS401-2-1Z2345
NUWEO300-Z-CACOZ

Mew Modification Mumber:

MIMfG2z00-1-00002 —
I_ — | REALNUMEER1Z345& - -
t 0K Cancel Help =

*

Total Humber: 0

S| EN

™ Clauses [Enter data ar press ESC to end

Mo Clauses. Document Type: Mone N
Figure 52

I~ Bouting
Ma routing infarmation.
" ERDS
Status: Mone

Drescription

Mo modification description. =

ation for DG1330-02-5E-0049

Update Mumber |

Flgure 53 Purchase Request: [mmE0s00-2-cacos =l

Last Modification Used:

Mew Madification Number: IMDDD1|

QK | Cancel | Help

Figure 54
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Personal Preferences

Use the Menu Option - OPTIONS, Preferences, My
Profile (Figure 55) you can set up all personal
information, phone number, etc.

Under this option, in the Preference Folder, you can
set up the PRINT preference, either WYSIWYG or
Word.

WYSIWYG moves much faster BUT do not use it
when you have attachments.

NOTE: any changes made in WORD will not be
reflected in the actual C* document, only in the
printed version or a saved copy.

NOTES:
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= Comprizon.Buy Desktop
File Deskiop Research Reports Admin  Gateways Options Help

Himokm &E gL

ction Alerts | €8 web Favartes |

[=] Comprizon.Buy Desktop

ﬁjﬁgﬁ&u’

Ele Desktop Research Reports Admin Gateways

User: System Administrator

Figure 55

Inbox iter

User: System Administrator

Figure 56

User Profile

Uszer InfD] Ll:ngin] Authority  Addresses l Preferences] Cnnfiguratiunl Acct Eades]

Address Codes

Contract Office; (AR

Address Dizplay:

scr Profile

User Infa l Lngln] f-‘«uthu:unty] .&ddresses] F'referenc:m] Ennflguratlun] Acct Ecu:h3$]

g lssued By: [&JFO00T 2 g
Purchase For: g Offer To: g
Defiver Te: g Adrit By: [AJF00072 g

Ut Destination: g Invoice To: g
Fayment Office: g

Page 46
[E=]
B
=1
es | by Frofile 8| B i
Password
[% Skl Fams (e Agtesaes
Create E-mail
Calculator

Uszer

@ Code: 541

Title: |

Fhone Murnber: |

Fa= Mumber: |
Other Phone: |

Office: | J

E -t ail Address: |ian.du:udi@nu:uaa.gw

W Bronsser: |V:'~.F'roglam Filez'MetzcapetCommuricatorsPr

Browsze...

Subspzten: | j

K. | Cancel ‘ Apply ‘ Help ‘

ACQUISITION AMD GRaMTS OFFICE
OFAE

1305 EASTAWEST Hw'v'., SSMC-4 R 4601
SILYER SPRING. MD 20910

cel buttan

mprizon. Buy

tabbed-dialog screens

iterns are rauted to my [nbox

Action Alertz are zent to my Desktop

()4 Cancel Apply

Help

Figure 58

Addresses  FPreferences l Eanfiguratian] Acct Cudesl

Formz Print/Preview Application

(% Microzaft Waord € WYSIWYGE

Figure 57

] 4 Cancel Apply

Help

Figure 59
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Solicitations: NOTES:

1. From the Purchasing or Contract
Worksheets, highlight the PR to be used for
the Solicitation (Figure 60 - #1)

2. Click the box next to Solicitation in
Worksheet headers (Figure 60 #2)

3. Click New (Figure 60 - #3 Figure 61 shows
the location of NEW

4. Figure 62 shows the New PIIN box, fill it it
appropriately to include the correct Line
Office that the Solicitation is being issued by.
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=] Purchasing Worksheet H=l E3
IDpen TI= “_'l
[ Frojest [E]T Purchiase Request [ "eslicitation ] awiard -
RE&LNUIMBER123456
Fih/3401-2-12345
1236549874564 CH
| _N_W'W'G 3200-1-00002
L | WCNTO000-3-01J-0
C| NCWDEZ00-3-00J=D
Status: Open—-Assigm Folder: Ak New Work I;‘
= purchasing Worksheet

File Tools Options Reparts

Page 48

=] E3

D X 2 aveh B@aY

Figure 60 : =
[ Frgiset G|l Pirchaee Requsat ™ soiemEmr—— |ME Aand =
REALMUMEER1Z3456
FMwAZ401-2-1 2345

1236645674564 CH
Myt

| Mwiw/G3200-1-00002
L |[MCHTO000-3-01J-D
C]MCNDE200-3-000D

(=S pu Number assignment 3| A[=lES]

-EI]E _Ip[a'ls. — |
Ble

) Fleaseenter the: RFE Murmber
[ Adrmini

Folder:

Ak New Work

ﬁ Ina :rl |DEI11

lssus [

Tupe.

Stz
[ Biddst

Iumibe ok, |
[ Line e

Tatal Mumber: O

[ Clauses
Mo Clauses, Document Type: None
[~ Bouting
Mo-reuting informiation.

Eancel l

Maotes

Mo procurement notes. _=_|

Figure 62

Figure 61
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Admin Folder (Figure 63)

1. Issued Date - date that the solicitation will be
issued

2. Solicitation Form -

SF18 - for Quotes
SF33 - for Proposals

3. After completing all appropriate boxes, click
APPLY and continue to the Properties Tab
Properties Folder (Figure 64)

Note the mandatory fields in BLUE, they must be
completed.

NOTES:
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Solicitation

Admit | Properties | Test | Addresses | SF1417 | SF1442 ]

Page 50

|

r S_u:nljpil:étiqn |nfarmatian

S alicitation Fnrm:l

Typeof Solicitation: [rrg = = [~ Supplies [ Services

=

Web Publeh URL:

FED BIZ OPS URL:

- Qucte/Bid/Propozal Information:
Offers Due On: | / /
Offers Due At 1200 [ LI

# Copies Due: |00

Depositony Locabioh:

Solicitation

Admiry  Properties iTE-'H[ I .ﬁ.ddraas_wl *S'F'I.#'IFi SF1 4'421

-~ Properties

FSS Group: | NAICS Cade: | _Cl_]
Rating: | (rated orders Under DPAS]  FSC: [6145 15

- Set fizide - Delivery Information
" Small Business & Destination
" Small Dizadvantaged Business T Ongie
" Bfal g Ses Schedule
" Combired DEﬁ\-‘ErDﬁ?m
(+ None of the Abiove

oet-Aside Percent: 000

Size Standard: I

E3 |

Help

Figure 63

Ok | Canicel Appiy Help

Figure 64
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Text Folder (Figure 65)

Add any remarks that need to printed before LINE
ITEMS.

Attach a Word file if necessary. Review section on
attaching files Page 43.

Addresses Folder (Figure 66)

Ensure that all address are complete and up to
date.

Click OK.

From the Solicitation page, click on the hyperlink
for the BIDDERS List (Figure 67)

NOTES:
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Solicitation

ﬁidmirri- F'mpertif_:si Text -‘t"-ddfﬁﬁﬁ‘-?-l i":“;F'|.=1|1?I 5F1 4:4-2'1.

- Address Infortation

Enter a vald address code for each of the four addreszes. The comesponding
‘address will dizplay below:

Solicitation

.-'-‘.-.u:ll"nir‘ri.F'mperties Text |.ﬁ.ddrass.esi §F1.4'I?I'E;F14:4.2'i.

Page 52

= Eammetts
Special commentzinotations to be prnted-before ine tems

Testhleto be printed after the line items.

HOME Browse
Launch |
Templates |
Ok Carnicel. I Sipphy I Help I
Figure 65
]

tssued By [PAEIGE Q}J Offer To: [s)F 10012 Q}J
Deliver Ta: [wh030012 gj Cortract Dffice: [4JF10012 Bj
bddiess Display:

ACOUISITION MASNAGEMENT DIVISION

OF&61 '

1305 EASTAVEST Huy, SSMC-4 AM 7601
SILVER SPRING  MD 20910

Ok Caricel Spply Help I

Figure 66
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Bidders (Figure 67)

Create the Bidders' List by selecting the Vendors
that will receive the Solicitation (Figure 68)
REMEMBER if Vendors are not in the system you
will need to get Vendor Profiles completed.
Depending on your office's policies, you may
submit a minimized profile to allow the solicitation
to print out correctly.

Use the PRINT SETUP to indicate if you are
printing it out for one vendor or all vendors.
When you have completed this - you are ready to
print.

After you have issued your Solicitation, after the
bids start coming in, input the quotes into the
system.

To use the system to choose the LOWEST

BIDDER, Open the Bidders' List (Figure 68).
From the Menu - Click TOOLS - BID
EVALUATOR

This will rank the bidders and highlight the
proposed winner.

NOTES:
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= vendor Sources: AIF300-03-RQ-0011
File Tools Options Forms

Page 54

DEPH X 2 aveth 65

Hame: |FiC |Respanss| Total Extendad|Mendor D [Business Siza | Bumerdidinarity

¥endor Search

[Enterdata or presz ESC to end.

Figure 67 F [ oooon
00027253 A & A LANDSCAPING & SONS IN Smal
00028495 A &.J INDUSTRIES INC Srrial
00025499 A & J INDUSTRIES INC Sral
00004093 A & M ELEVATOR, INC, Srnal

00015431 4 AND 4 EXTERMINATING INC Smal
00002254 4 AND B BUS COMPANY, INC Small

Woman Diwned
YWoman Owned

‘wWoman Dwned/HECU or Minarity | =

= vendor Sources: AJF300-03-Ri

e IRl Cptions  Forgis

List\endors Matﬁ:hihg_: |

[ Enier Eids i | Select I Cancal
Past Petformance = = . y
i ¥endor Quotes: 00028498 = =)
File Figure 68

B Zavy#

Extended Total LI5$: 0,00

0oo2 1.00 E&
Contact: ALJIND75@ADL.COM 405 DDD.S L3 1.00 EA 0.00
hddress: 213 NORTH SUNNY LaNE . | (1004 s 100 EA oo
0oos s 1.00 EA 0.00
{Enter data or press ESC to end m DE 1S 100 E 000
Figure 69 0y Us 100E4 0.00
oos s 1.00 EA 0.00:
onos s 1.00 E& 0.0a
M1 s 1.00 E& 0.0

S Extended Fate =
R
0o 1.0
0o 1.0°
0o 10
0.00 10
0.00 1.0
0.00 10
0.00 1.0
0.0 1.0
0.0 1.0

[Enter data or press ESC to end

Figure 70
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NOTES:
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NOTES:
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NOTES:
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NOTES:
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